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This training document will introduce the users to the basic PeopleSoft methodology. The users will be shown
panel navigation, menu definitions, and panel descriptions. PeopleSoft is a Windows based application and users
will need minimal Windows experience to work within the PeopleSoft Financial system.

| |
I Log In I 1. Starting the basic of logging into PeopleSoft.

-

2. We'll show the users various window elements to assist the user
to navigate into panels.

Navigate panels

-

Add & Update/Display ‘ [:> 3. This section will show the user how to add or update/display.

-

Creating Favorites ‘ |::> 4. Shows the user how to create favorites for quick navigation.

-

Searching [:> 5. This section will show users how to search the database for
specific items.
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Step 1: To Sign On and Off PeopleSoft

= Start
= FMS Production
= FMS Production

The PeopleSoft Signon dialog box displays.

PeopleSoft Signon E3

PeopleT oolz 7 62
Copyright [] 1988-1999 PeopleSaft, Inc.

All rights reserved.

Enter Signon Information Below;

Connection Type: IDracIe j
Databaze Mame: IFMSPHD

Operator |D: [JPSPERDS]

Pazzword: I

Ok I Set Pazzwaord... | Cancel

Complete the following panel elements:

PANEL DESCRIPTION TRAINING

ELEMENT EXAMPLE

Database Name of the database; defaults | FMSPRD

Name

Operator ID Your specific operator Your operator ID will
identification code; defaults default based on IT

specifications

Password Your security password; case Type your password
sensitive

Click OK.
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Step 2: Window Elements

The elements of each PeopleSoft window provide window information and navigational tools that you use to
operate the system.

Tltle Bar:t Manage Purchase Drders - Use - Purchase Order [_ O] =]
Menu Bar Fle Edit Yiew Go Favortes Use Process |nhquie Heport Help
Toolbar —— gla@x| ] ele| Blm| 2= @] #le]zlz ]

Lines | Schecule | Hesder | Comments | Drder By Cataiog |

Unit: LBNL PO:  NEXT
Fetch Lines
Vendor: I j 1D: j From: Tj %
PO Date:  [04/24/2002 Buyer: | K To: 4
Lin|ltem |Item Description Uo|POQty  |Amount gsc”c'e Recycl 3‘;" Recycle r
1 o H 5]
Status Bar
—> I [Lines [Add )

Window buttons

° I:l Minimizes the active window on to the taskbar.
. Restores the active window to the previous size

) Closes the active window

Title Bar
This bar shows the name of the open window, along with the navigation for the panel currently displayed.

Menu Bar

This bar displays various menu items that provide access to panels. It also provides navigational and data entry
commands.

Status Bar

This area at the bottom of the window displays the name of the Database Environment, current panel, and the
action you are performing.
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Toolbar

Toolbar buttons help you navigate the system and enter data. They also provide quick alternatives to menu
commands. Most menu bar choices have a corresponding toolbar button.

Bl&(#8x| |laE el o= SE=] Sle0] #v A
MENU ITEM |[KEYSTROKE |TOOLBAR |DESCRIPTION

BUTTON

Save Enter E Saves records and stores
panel changes

Run No Keystroke @ Runs a process that
allows you to specify run
options

Run with No Keystroke #H Runs a process using the

Defaults defaults set in the
scheduler

Cancel Esc m Clears the panel and any

data you may have
entered or changed
without saving

Next in List  [F9 LEil Displays the panel for the
next data row in your
search list box

Previous in  |Shift + F9 1F] Displays the panel for the

List previous data row in your
search list box

List Ctrl + F9 | | Displays the List box

generated by the search
record for this panel and
allows you to select
another data row to

update.
Next Panel in |F2 I Advances you to the next
Group - panel in a series of
grouped panels
Previous Shift + F2 I@‘ Moves you back one
Panel in panel in the group
Group
Next Panel  |F6 & Advances you to the next
(in list) - panel listed on the menu
Previous Shift + F6 =] Moves you back one
Panel (in list) - panel to the preceding
panel listed on the menu
Insert Row  [F7 =i Inserts a new row into the
- current record
Delete Row  |F8 =i Deletes the current row
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MENU ITEM | KEYSTROKE | TOOLBAR | DESCRIPTION
BUTTON

Add No Keystroke ﬂ Inserts a new record

Update No Keystroke m Updates and displays
current and future
records

Update/ No Keystroke ‘ﬁ‘ Updates and displays

Display All all records.

Correction No Keystroke ‘L Corrects historical or

current records

ToolTips are a helpful way of remembering what each button does. If you hold your mouse over a button for
several seconds, the button name will appear under your cursor.
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Go Menu

Window Group

Window

iston] | € 0 5 3 22 || Bttt Pepeit. | 1) acbo et [

After you select a window, you select a panel. PeopleSoft uses the term "panel" to describe a screen and gives
each panel a name. PeopleSoft organizes multiple panels with related data into panel groups.
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The figure below illustrates how you access a panel.

Manage Purchase Orders

Use Menu
Panel Group

Panel

Action

sia| @ B FS 3 A | BliotitonoPerpeio..| Pkt .|
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Step 3: Adding & Update Display

When you select "Add" to add a new record, an Add dialog box displays.

Add -- Purchase Order

Buziness Unit: ﬂ
Purchase Drder: INEXT Cancel |

When you select "Update/Display” either to view or change an existing record, an Update/Display dialog box

displays.

Update/Display -- Purchase Order
Business Unit: ﬂ
Purchase Order: Cancel

Search
Purchase Order Date: ﬂ

[t
PO Status: I j il
Short Vendor Hame: ﬂ Use Query
Vendor [D: ﬂ New Query
Name 1: I
Buyer HName: I ﬂ
Purchase Order Reference: I

Urit P PO Date Statug Shorthame Vendor Name:

You use the fields in the dialog box to help narrow the search for the record you need.
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Panel Elements

Panels are made up of elements that have various functions. The panel below illustrates several of the most
common elements.

Maintain Yendmrs - Use - Yendor Information [_[O] %]
File Edit View Go Favoites Use Process Report Help

Bl2(@x| alaE sl BE| 2] 2] #lvelal]

Identifying Infarmation IAddressl Localionl Contaclsl

SetlD: LENL Vendor: 0000000024

Button —p¢ 0|§|é|

Display-Only Field

Name 1:

Name 2: I

ShortName: [oisE BOISE-IM
DI‘Op-dOWIl list box Cassification: [Supplier 7|  Withholding

Status: Approved -

Persistence: Regular - V¥ Open For Ordering
Check Box ;

-Wendor Relationship

" Corporate Yendor I j

[ [ |Identitying Infarmation |Update/Display A

The table below provides examples and descriptions of the most common elements on a panel.

PANEL ELEMENT DESCRIPTION

Drop-down list box Field linked to table of associated
selections. To select, click the drop-
down arrow, and then double click
the valid value or, position your
cursor in the field, press F4, and then
double-click your selection.

Free-form field Data entry field typically used for
informal record keeping.

Display-only field Field in which data can be viewed
but not changed
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PANEL ELEMENT DESCRIPTION

Derived field Field that is system-populated based
on results of a calculation or
information from a related data field

Default field Field that is system-populated with a
predefined value

Check box A yes or no indicator related to the
field label

To select or deselect a check box,
click inside the box

Radio button Select a valid value for a field. To
activate an option, click the
appropriate Radio button. The
remaining buttons, in certain cases,
will dim.

Frame A box around a group of related
fields on a panel. Frames provide
organizations to panels by enclosing
related options.

Group Box A box, similar to a frame, around a
group of related fields. Group boxes
have labels describing the contents
of the box. Group boxes often
identify a series of Radio button.
Scroll Bars A function that allows you to access
multiple rows of data for a panel
item. For instance, if an item has
multiple lines that cannot all fit on
the panel, the scroll bar enables you
to scroll through the lines in
numerical order.

Buttons You use various buttons on panels to
navigate to or display a related panel
or dialog box. These buttons display
a ToolTip when you place your
mouse pointer over them.
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Step 4: Favorites

Favorite Menu Bookmarks

If there are panels that you use frequently, you can use the Favorites menu to access those panels more quickly.
When you add a panel to the Favorites menu, the system creates a "bookmark". You can then display the panel
simply by clicking the Favorites menu and then selecting the panel from the menu.

To Add a Panel to Your Favorites Menu
= Favorites

Manage Purchase drders o ] ]

File  Edit “iew Go\ Favorter gk Process Inguire Beport LEML Help

Blel#x| EpEE s == == e = e lw]|

= Add to Favorite

The Add to Favorites dialog box displays.

Add Favorite E3

—&dd Favarite for Current Panel

Fanel Group: Yendor [nfarmation
Panel: Identifving Information
Action; Update/Dizplay

Ok I Cancel

In the Add Favorites dialog box, you can either:

e C(lick OK to accept the default bookmark name.

o [nthe Label field, type a brief description, then click OK.

The system adds the panel to your Favorites menu.

NOTE: Bookmarks are created for a specific operator ID. When you create a bookmark for a panel, the bookmark

displays only on your Favorites menu. It does not display on the Favorites menu for another operator ID, unless
that user also created a bookmark for that panel.

\\OPSNOV 1\HOMES5\PRP\PRP-Project\TRAIN\Training Documents\Introductions\Introduction to PeopleSoft.doc



<
How do I work in
PeopleSoft?

recoeeoeoc| )

BERKELEY LAB

To Delete a Panel from Your Favorites Menu

= Favorites
= Delete Favorites

The Delete Favorites dialog box displays.

Delete Favorites E4
Select favorite(z) to delete; Delete I

Load Preview - PresiM - Undate/DIsplay e

Cancel |

From the list of bookmarks, select bookmarks to delete, then click Delete.

NOTE: Favorites are created and deleted for a specific operator ID. When you delete a bookmark, the system
deletes the bookmark only from your Favorite's menu. It does not effect the Favorites menus of other users.

Effective Dates

Effective Dates are an important concept in PeopleSoft. Effective-dated data is associated with a date. This date
determines when information goes into affect. Effective-dated data tracks information historically over time and
allows you to track events that occur over the life of the data.
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Step S: Performing Searches

It may be necessary for you to search for information within PeopleSoft.

When conducting a search, a dialog box prompts you to specify the record you want to view. In this dialog box,
you enter specific information so the system can search for and retrieve the appropriate record from the database.

Specifying Search Criteria

The information you enter in the fields on the dialog box determines the information the system retrieves from the
PeopleSoft database. Therefore, the key to retrieving the appropriate data lies in properly entering data in the
necessary fields on the dialog box.

Update/Display -- ¥endor Information

SetlD: LNL] ﬂ
Vendor ID: | 4| Cancel

Search
Short Yendor Name: I ﬂ
Our Customer Number: I ﬂ

Name 1: I ﬂ Use Query

Selld  |Vendor Sharttlame LR Number Mame Hew Query

et

IR,
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Searching for Values

Within the many PeopleSoft panels, it may be necessary for you to search for a field value when performing a
business function, such as an item ID. You can search for information using the Search button.

When you click the search button, PeopleSoft will retrieve the first 250 records that match your criteria. If you do
not list any criteria, the first 250 available records will display.

Valid Values [ %]

SetlD: LBHL
Vendor ID: | 4 Carcel |

Search
Short Vendor Hame: I ﬂ __l
Our Customer Humber: I ﬂ
Mame 1: I ﬂ

SeflD  |Wendor |Shorttame | 4R Murnber |Mame

(0000000025
LEBWL  |0000000026 PEOPLESOFT-001 1234567891101 PEOPLESOFT. INC.
LEBWL  |0000000027 JCREG-OM IJC Regents
' 5

You can, however, use the dialog box to search for records that are more specific. PeopleSoft supports wildcard
searches. After you enter criteria to narrow the search, click Search, and the system displays values meeting the
criteria you specified.
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Specifying Partial Search Criteria

You may not know all of the information to enter in the Update/Display - dialog box. You can enter either a full
or partial value for the search. When you enter a partial value, and then click the Search button, the list box at the
bottom of the Update/Display Dialog box will appear.

Update/Display -- ¥endor Information

SetlD: [LBNL ﬂ oK
Vendor ID: | 4| Cancel

Search
Short Yendor Name: .‘ ﬂ

et
Our Customer Number: I ﬂ

Name 1: I ﬂ Use Query

SelD  |Vendor | Shortame | 4R Nurber |Name Hew Query

L]

From the list box, you can select the record you want to display by either:

e Clicking the record to highlight it, then clicking OK.

e Double-clicking the record.
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